POLICY
Rock Springs Baptist Church
Special Activities Using Church Facilities
PURPOSE:  To outline policy, procedures, responsibilities, and fees associated with usage of the Church facilities for activities not related to the on-going church program.
POLICY:

1. Only church members and their immediate family (grandparents, parents, children, or grandchildren) may request use the church facilities for special activities (Special Activities are defined below.)
2. Special Activities which are pre-approved include funerals, bridal teas/showers, baby teas/showers, family reunions, and celebrations for anniversaries, graduations, retirements, and milestone birthdays. Sanctuary only available for funerals and weddings (not pre-approved for any other activity.)
3. Facilities are available for programs approved and sponsored by the Southern Baptist Convention, Tennessee Baptist Convention, and Robertson Country Baptist Association if requested and there are no conflicts with the programs or activities of Rock Springs Baptist.
4. Any activities not pre-approved in item # 2 would need a majority approval by the Church Deacon Body.

5. The church facilities available for use under this Policy are the Sanctuary (weddings and funerals only), Fellowship Hall, and Vestibule.  Use may be requested for all or any combination of these facilities. The use of restrooms and conference rooms are included as applicable to the respective facility.
6. Sunday Schedule - Special activities cannot interfere with church program activities. Therefore, only the Fellowship Hall is available for Sunday use and use thereof cannot begin before 1:00 p.m. and the facility must be vacated by 4:30 p.m.  The Sanctuary and Vestibule cannot be used on Sundays except for funerals with the same time restrictions as stated above.  

7. Remaining Schedule – No Wednesday activities, other than funerals, are allowed.  For other days, the activities must begin no later than 7:00 p.m. and the buildings must be vacated by 10:00 p.m.

8. All activities must be scheduled through the church office and approved by the pastor using Special Activities Request Form.

9. All fees must be paid through the church office at least 2 weeks prior to the date of the activity to hold the reservation.   See Special Activities Request Form. 
10. Food and drink is only allowed in the Fellowship Hall.
11. Nothing can be attached to the walls in any manner.    Nothing can be taped to nor clamped to any of the furniture or fixtures. 
12. The Nursery can be available for Weddings and Funerals only.       

13. In order to use the Nursery facilities, both of the Nursery Attendants must be present or a Nursery Attendant and a Nursery Committee member.
14. To ensure a safe environment for small children, only children under 4 years old are allowed to stay in the Nursery.

15. The Safety and Security Coordinator or his designated representative must be present at each activity.   Please specify time on the Special Activities Request Form.
16. A Church-approved sound and recording technician will be required for use of the Church’s audio system. 

17. Tobacco, illegal drugs, and alcoholic products are not permitted at any time in any part of the church building or on any church property.

18. The person booking the activity will be responsible for repairs or replacement of damaged church property.

19. The person booking the activity will be responsible for returning all items to their proper place.  The custodians are not responsible for replacing furniture and equipment.
20. The person booking the activity will be responsible for ensuring that all trash is bagged and taken to outside containers.

21. You may book the Fellowship Hall for an activity which includes food, but the food cannot be prepared in the Church kitchen.   Please bring needed supplies and utensils for serving, displaying, and cleaning up.   Please do not remove any kitchen equipment, utensils, or supplies from the kitchen/fellowship hall area and do not leave food or perishables in the kitchen/fellowship hall area including the refrigerators after the event.

22. If you desire to leave any flowers for church use or for distribution to the sick or homebound, please make arrangements with the church office before the event.

23. Anytime the Sanctuary is used, cleaning must be arranged with the custodial party of the Church and the fees thereof paid as outlined in the Special Activities Request Form. Funeral Exceptions – For Funeral Services of  church members or their immediate family, the custodial and sound technician fees will be waived.
24. The custodians will not be required for use of the fellowship hall if the requesting party agrees to perform the cleaning activities as specified by the Hospitality Committee.

Special Activities Request Form 
Rock Springs Baptist Church
Event: ________________________ Facility:____________________

Date: ________________         Time: ___________  To:____________

Approved: _____________________________   Date: ________
                            Pastor, Rock Springs Baptist Church

Fees
These fees are non-negotiable and must be paid at least 2 weeks prior to the scheduled activity.   Checks should be made payable as directed with each item.

Use of Sanctuary & Vestibule only                       



(Custodial Fee)  $100.00

Payable as:
 

 $50 _______________________________   and    $50 _______________________________
Use of  Fellowship Hall (each event)    
(Custodial Fee)  $ 50.00

Payable as:
 

 $25.00 _____________________________   and    $25.00____________________________
 

Minister  -  A gift or honorarium at the discretion of the couple
Sound/recording Technician (each event not to exceed an hour and half)
 $ 25.00


Make check  payable to ________________________________________

Date: ________________________

Time:   From ________  to _________
Date: ________________________

Time:   From ________  to _________

Safety & Security Coordinator  (2-hour minimum)

             $ 15.00 per hour

         Make check  payable to ________________________________________

Date: _________________________

Time:   From ________  to _________
Date: _________________________

Time:   From ________  to _________

Nursery Attendants  (2)  







 $  25.00 per hour

         Make check  payable to ________________________________________

Date: ________________________

Time:   From ________  to _________

Date: _________________________

Time:   From ________  to _________

Total Due:  ___________________      Date Due:  ______________________          
_______________________________________

Signature
Approved – September 8, 2004

